XXXX XXXX
XXXX, Maple Heights, Ohio 44137
· Home: XXX-XXXX-XXX
 
· XXX-XXXX-XXX
XXXX@XXXX.XXX
EXECUTIVE PROFILE
Seeking a challenging position within an organization where my skills and abilities can be utilized while meeting the competitive challenges in its marketplace.
SKILL HIGHLIGHTS
	· Leadership/communication skills
· Project management
· Self-motivated
· Customer-oriented
· 10 Key
	· Budgeting expertise
· Employee relations
· Market research and analysis
· Team player
· Microsoft Word
· Excel


CORE ACCOMPLISHMENTS
· Dynamic career reflecting record-breaking performance in the retail sales management field.
· Team oriented with excellent communication skills; highly effective in training and motivating teams.
· Ensure desired company results in the area of customer service, cost control, profitability, human resources, training, merchandising, and visual presentation.
· Set aggressive yet realistic goals to ensure success.
· Lead corporate strategies and employees to achieve company objectives in the area of sales management, store development, and store support.
· Maintained lowest staff turnovers.
· Lead, motivated, and optimized teams through performance management and targeted selling programs, effectively used weekly meetings to challenge and inspire teams.
· Achieved and maintained highest customer service scores two consecutive years.

PROFESSIONAL EXPERIENCE

WALGREENS Cleveland, Ohio 
Executive Assistant Manager 03/2005 to Current
· Monitor and mentor sales associates and team leaders, providing all employees with necessary training and development to achieve personal and organizational goals.
· Managed the daily operation process of 25 employees in various departments Maintained cash book records, accounts payable and accounts receivables.
· Authorized and approved travel expenditures, store expenses and other expense reporting*s.
· Process employee payroll, buy card, employee scheduling, invoices, travel reimbursement, disciplinary forms and store ledgers.
· Assisted with employee performance reviews and evaluations.
· Oversaw inventory control for more than $3.5 million in stock.
· Supervised all floor activities, including displays, merchandising and sales operations.
· Monitored sales and delivery personnel to ensure highest level of customer satisfaction.
· Independently addressed customer*s complaints, questions and concerns.
· Assist in numerous pharmaceutical functions such as data entry and filling prescriptions.

CENTRAL STATE STUDENT SUPPORT SERVICES Wilberforce, OH
Secretary 08/2003 to 03/2005
· Performed bookkeeping services, including accounts payable and expense reports.
· Administered all office functions, such as data entry, filing, and mail distribution and reporting.
· Scheduled travel, hotel accommodations, itinerary, request for orders, and travel reimbursement.
· Answer correspondence and reroute incoming calls to appropriate departments.
· Independently planned, scheduled and advertised student sessions and seminars.




[bookmark: _GoBack]KROGER'S GROCERY STORE Centerville, OH
Intern 06/2004 to 09/2004
· Management Internship Developed and approved schedules and store displays.
· Assisted in customer service and administrative duties.
· Checked signage, freshness of products and store appearance daily.
· Communicated grocery sales plans to department managers and employees.


EDUCATION
MASTER OF NONPROFIT ADMINISTRATION: NONPROFIT ADMINISTRATION2014John Carroll University, University Heights, Ohio, Cuyahoga
B.S: BUSINESS ADMINISTRATION2005Central State University, Wilberforce, Ohio
HONORS/ACTIVITIES
· Graduated Magna Cum Laude
· Member of Student Support Services
· Received Class Honors
· Member of Toastmasters
· Senior Class President
· Dean's List recipient 11 consecutive quarters
· Secretary of Chi Alpha Epsilon National Honor Society
· Management and Marketing Chairman's Award

